
 
 
 
 

NIS “Remark” Field  
Mini-Manual 

 



When processing a voucher use the “Remark” field.  When you use this field the 
following information shows up on the remittance the vender will receive. 

 

 

When you enter your agency 
name and phone number in the 
remark field, this area of the 
remittance populates.  Please use 
the following steps to populate 
this field whenever you are 
paying a voucher.    



 
The following is a pathway that an end user could use to include your agency name and 
phone number as a reference point to the vendor.  For the purposes of this 
demonstration the following pathway shows you the steps to add a “Voucher entry 
without a PO”.  The steps are similar for all other types of voucher inquiries. 
 
 
 

Start Here… 



 

 

Then click here… 

Then here… 



 

 
 

Place your agency name 
and contact phone number 
here.  Keep in mind you 
have a maximum of 30 
characters to use. 

In this example click 
“Add” if you are creating a 
new voucher entry. 

Don’t forget your “Invoice 
Number” and “Invoice Date” 


